Potential Stakeholders & Resources
□ Academic units/faculty? □ Academic advisors/Enrollment management staff? □ Student organizations? (e.g., student government association) □ Top intuitional personnel? (President, Deans, Department Chairs, etc.) □ Parent/family organizations? □ Graduate students? (e.g., teaching assistants) □ Career services personnel? □ "First Year Experience" teachers? □ Local employers for internships, panels, and guest speakers? □ Resources (books, journal articles) on teaching career courses? □ Other career services professionals with experience teaching career courses?
Course Schedule
□ How many times a year will the course be offered? How many sections? □ How many times will the class meet per week and for how long? □ What are the best times for students? □ What are the best times for instructors? □ What are the best times for facility use (e.g., classrooms, career center)?
Funding and Budget
□ What institutional policies affect the collection and distribution of student fees? □ How will the course be funded? Internal or external? One source? Multiple sources? □ Could course costs be reduced through ties with existing programs (e.g., teaching assistants) □ Are there "outside" grants or funding for career initiatives or special populations available? □ Are there rules regarding the distribution of funds generated by non-instructional staff? □ What plans are in place for course growth and future funding?
Course Structure
□ Who is the class for? Entering or enrolled students? Open registration or targeted for groups of students? Who has priority? How is this determined? □ Will the course be an elective or a required course? Required in one or more majors? □ Will the class be offered for credit or noncredit? Variable credit? □ Is the course available through continuing education or for distance students? □ Is the class focused or comprehensive? (e.g., career exploration or just employability skills) □ Will the course be offered as an online option? Hybrid? Self-paced? □ Does the course meet general education requirements? □ Will the course be "a service" course (e.g., to supplement existing career counseling) or more focused on content (e.g., knowledge-based)? □ How large will the class(es) be? Theory & Assessment □ Will career theory be incorporated in the course? □ What theory/theories will be used? (e.g., single, non-explicit, eclectic) □ What role will career assessments play in the course? □ Who will pay for assessments (e.g., students, department, etc.)? □ How will assessments be administered (e.g., print, online)? Who will administer and interpret them? □ Is there a group rate available for assessments through the publisher? □ How will be the student's assimilation of theory be assessed? (e.g., journal, outcome assessment, research)
Career Center Connections
□ To what extent will the career center serve as a "laboratory" for the course? □ To what extent will employers be connected? (e.g., recruiters used as guest presenters) □ How will the course be used to market career services and programs? (e.g., career fairs, workshops) □ Who will communicate with the career center regarding class needs? □ What career center events might affect usage or access to career center resources?
Course Materials, Activities, & Text
□ Will the course materials be instructor developed vs. published materials? □ Will extra credit options be offered through the course? (e.g., complete a career portfolio) □ Will the majority of the completed assignments be in-class or out-of-class? □ Do course activities provide opportunities for a variety of learning styles? □ What types of learning activities are best for the population? □ How is the "buy-in" of students assured? □ What is the role of technology in the course? □ What is the use of library materials in the main college library or career center? □ What are the grading procedures (e.g., performance contracts, classroom tests)? □ Are the course materials validated in independent, refereed research reports? □ Do the course materials include products and activities with established validity and reliability? □ How is the campus course management system (e.g., Blackboard, Canvas) integrated into the course?
Course Evaluation
□ Will there be student ratings of satisfaction and quality of instruction? □ Will the course have independent evaluators? □ Will the course use standardized instruments to assess outputs? (e.g., Career Thoughts Inventory)
□ Will the course managers analyze retention/graduation rates over short and long term periods to assess course outcomes? □ Will there be a strategic review of course? How, when, and by who? □ How will research data be collected? To whom will it be distributed? □ How will course success and value be conveyed to stakeholders?
*Adapted from Ledwith, K., Freeman, V., Fiore, E., Lenz, J., & Reardon, R. (2014) . A course for student success: Strategies for designing and delivering effective career classes. National Career Development Association, Long Beach, CA.
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